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ENTER URL: http://911service.mt.gov .   

 

 

 

IF YOU HAVE AN EXISTING EPASS ACCOUNT SELECT “LOGIN TO THIS SERVICE USING EPASS”. 

http://911service.mt.gov/


  
Page 3 

 
  

IF YOU DO NOT HAVE AN EXISTING EPASS ACCOUNT, SELECT “CREATE AN EPASS ACCOUNT” AND FOLLOW THE INSTRUCTIONS FOR 

CREATING AN EPASS ACCOUNT. 
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If you have problems creating an ePass login please contact the 
ITSD help desk at 406-444-2000 or open a ticket online at 
ServiceDesk.mt.gov. 
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IF YOU HAVE AN EPASS ACCOUNT LOG IN 

THE FIRST TIME YOU ACCESS THE 9-1-1 SERVICE THE TRACKING NUMBER WINDOW WILL BE DISPLAYED.   IF YOU DO NOT KNOW 

THE TRACKING NUMBER FOR YOUR JURISDICTION OR IF A NEW NUMBER IS REQUIRED CONTACT THE 9-1-1 PROGRAM OFFICE AT 

406-444-2420.   
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IF YOU ALREADY HAVE A TRACKING NUMBER, PROCEED TO PAGE 9 OF THIS DOCUMENT. 
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ENTER TRACKING NUMBER.  THE NUMBER MAY BE ALPHA-NUMERIC AND IS CASE SENSITIVE. 

 

 

SELECT ADD 
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SELECT CONTINUE 
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ONCE THE TRACKING NUMBER HAS BEEN SUCCESSFULLY ADDED THE MAIN MENU WINDOW WILL BE DISPLAYED.  SUBSEQUENT 

LOGINS TO THE EPASS SERVICE WILL DISPLAY THIS WINDOW INSTEAD OF THE TRACKING NUMBER WINDOW. 

 

 

 

SELECT ANNUAL 9-1-1 EXPENDITURE REPORT. 
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THE ADD A NEW EXPENDITURE REPORT WINDOW OPENS. 

 

 

TO CREATE A REPORT ENTER A TITLE, SELECT THE CORRECT FISCAL YEAR AND JURISDICTION; THEN CLICK THE CREATE NEW 

REPORT BUTTON.  YOU WILL BE TAKEN TO THE REPORT PAGE WHERE THE DETAIL INFORMATION CAN BE ADDED.  MORE THAN ONE 

REPORT PER JURISDICTION PER YEAR CAN BE CREATED.  THE NEED TO CREATE MORE THAN ONE REPORT WOULD BE FOR THOSE 

JURISDICTIONS THAT UTILIZE MORE THAN ONE 9-1-1 FUND SUCH AS A CAPITAL IMPROVEMENT FUND.  CORRECTING REPORTS CAN BE 

ISSUED AS WELL, IF NECESSARY.    
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CLICK ON CREATE NEW REPORT BUTTON.  ONCE YOU HAVE CREATED A REPORT IT WILL BE SHOWN UNDER THE 

HEADING ‘VIEW MY EXISTING REPORTS’.  REPORTS CAN BE EDITED AS NECESSARY OR DELETED UNTIL THEY ARE 

FINALIZED.   
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THE 9-1-1 EXPENDITURE REPORT IS DISPLAYED. 
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9-1-1 EXPENDITURE REPORT (CONT.) 

 

 

 

 

 

 

 

 



  
Page 15 

 
  

9-1-1 EXPENDITURE REPORT (CONT.) 
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ENTER THE TOTAL 9-1-1 REVENUE RECEIVED (BASIC, ENHANCED & WIRELESS), INVESTMENT EARNINGS AND ANY MISCELLANEOUS 

REVENUE IN THE REVENUE SECTION OF THE DOCUMENT.  ENTER SUMMARIZED EXPENDITURES BY CATEGORY IN THE EXPENDITURE 

FIELDS.  THESE AMOUNTS SHOULD MATCH THE REVENUE AND EXPENDITURE SUB TOTALS ON YOUR DETAIL LEDGER QUERIES FROM 

YOUR ACCOUNTING SYSTEM.  NEGATIVE NUMBERS ARE ACCEPTED. 
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ENTER DOLLARS (CONT.) 
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ENTER DOLLARS (CONT.) 

 

 

SELECT SAVE.  REVIEW YOUR INPUT AND MAKE ANY CHANGES NECESSARY.  YOU MUST FINALIZE YOUR REPORT TO 
MAKE IT AVAILABLE TO THE 9-1-1 PROGRAM OFFICE.  ONCE A REPORT IS FINALIZED NO CHANGES CAN BE MADE TO 
IT. 

 

IF AN ADJUSTMENT IS MADE  IN (G), BE SURE TO DESCRIBE THE ADJUSTMENT; PLEASE PROVIDE THE TOTAL ANNUAL 
BUDGET FOR YOUR 9-1-1 PROGRAM  AND FINALLY POPULATE YOUR NAME, TITLE, AND EMAIL INFORMATION UNDER 
CERTIFICATION.    
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IF YOU HAVE NOT POPULATED ALL REQUIRED FIELDS WHEN YOU SELECT FINALIZE, YOU WILL RECEIVE THE 
FOLLOWING ERROR MESSAGE: 

 

ITEMS MARKED IN RED MUST HAVE A VALUE BEFORE THIS FORM CAN BE SUBMITTED.  PLEASE ENTER A VALUE AND 
TRY AGAIN. 
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DESCRIBE AMOUNT AND NATURE OF ADJUSTMENTS MADE FROM LINE G:  (ONLY REQUIRED IF LINE G IS POPULATED. 

PLEASE PROVIDE THE AMOUNT OF THE TOTAL ANNUAL BUDGET (INCLUDING PERSONNEL COSTS FOR YOUR 9-1-1 
DISPATCH CENTER).  REQUIRED FIELD. 

CERTIFICATION:  NAME, TITLE AND EMAIL ADDRESS ARE REQUIRED.  THIS REPORT SHOULD BE COMPLETED BY THE 
OFFICIAL ACCOUNTY ENTITY FOR THE JURISDICTION. 

 

 

SELECT FINALIZE. 
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THE FOLLOWING MESSAGE WILL APPEAR.   

 

 

WHEN THE REPORT IS FINALIZED THE SCREEN WILL BE RETURNED WITH THE EDITABLE FIELDS GREYED OUT.  NO 

CHANGES CAN BE MADE TO THE REPORT.  SELECT OK TO FINALIZE. 

 

ONCE THE REPORT HAS BEEN FINALIZED, INFORMATION WILL AUTOMATICALLY BE AVAILABLE FOR THE 9-1-1 
PROGRAM OFFICE TO VIEW ONLINE.  IT WILL NO LONGER BE NECESSARY TO FORWARD A PAPER COPY TO OUR 
OFFICE. 
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FINALIZED REPORT IS DISPLAYED. 
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FINALIZED REPORT (CONT). 
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FINALIZED REPORT (CONT.)   CLICK ON THE PRINT BUTTON IF YOU NEED A READABLE PAPER COPY.  THE REPORT 
WILL REMAIN ON THE MAIN WINDOW FOR REVIEW.   

 

 

 

SELECT BACK TO ACCESS MAIN WINDOW. 
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MAIN WINDOW 

 

 

MULTIPLE REPORTS CAN BE CREATED FOR THE SAME JURISDICTION AND YEAR.  THE NEED TO CREATE MORE THAN 
ONE REPORT PER YEAR PER JURISDICTION WOULD BE LIMITED TO CORRECTING COPIES OF AN ALREADY FINALIZED 
REPORT OR TO CREATE A SEPEARTE EXPENDITURE REPORT FOR ADDITIONAL FUNDS SUCH AS CAPITAL 
IMPROVEMENT FUNDS THAT ARE TOTALLY FUNDED BY 9-1-1 MONIES. 
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AS LONG AS A REPORT HAS NOT BEEN FINALIZED, IT CAN BE EDITED OR DELETED (SEE PG. 28).   SELECT EDIT 
REPORT TO MAKE CHANGES TO A REPORT THAT HAS NOT BEEN FINALIZED. 
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EDIT REPORT (CONT.) 
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EDIT REPORT (CONT.) 

 

 

SELECT SAVE, THEN SELECT BACK TO RETURN TO THE MAIN WINDOW.   
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MAIN WINDOW 

 

SELECT DELETE TO REMOVE ANY NON FINALIZED REPORTS THAT ARE NOT NEEDED. 

 

SELECT OK TO PERMANENTLY DELETE NON FINALIZED REPORT. 
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DELETED REPORT NO LONGER DISPLAYED. 

 

 

TO LOG OUT OF THE APPLICATION CLICK ON THE MENU BUTTON TO RETURN TO THE MAIN MENU SCREEN. 
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MAIN MENU 

 

 

CLICK ON LOGOUT TO EXIT THE APPLICATION. 

 

 

 

 


